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 Flowcharting Standards – Please use ONLY the symbols shown below, following these guidelines:
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Interface

Output

Decision - shows a decision point, such as yes/no. Each 
path emerging from the diamond must be labeled with 
one of the possible answers.

Manual Task - Represents an individual step or activity in 
the process that is made out of FI$Cal.

System Task - Represents an individual step or activity 
in FI$Cal. 

Input Documents – A paper document (or email) that is 
used for entering data in the process. For electronic data 
should be use the Interface shape. 

Output Documents -  An electronic document that is 
created by the process and can be printed (for example – 
any kind of report). 

Connector -  On/Off-Page Connector. Used to avoid 
complex overlapping connector lines or  to continue a 
process on a subsequent page.  Connectors are labeled 
with UPPER CASE letters.

Input

Decision
Interface –  Data conversion from one electronic 
system to another.

Flow Arrow 

Intra Integration 
Process

Intra Integration Process -  A input or Output to some 
other process within the same capability  

Swim lanes used to indicate which user role has primary responsibility for performing steps in the 
process.  If an activity involves participation by more than one role, place it in the swim lane for the role 
with primary responsibility, or put it on the line that divides both roles.

Manual

Start/
End

Start/End - Indicates point at which the process begins 
or ends. Does not represent any activity.

System Activity

Batch Process - Represents a batch process within Fi$Cal.  Use a 
verb phrase (Process Invoice) NOT a noun phrase (Invoice 
Processing) to describe the step.Batch 

Process
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Vendor Master File Management  – Bidder Registration
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Bidder login to register 
in FI$Cal

Supplier completes 
FI$Cal registration

Duplicate Tax 
ID?

Yes

No

Completes 
registration, including 

CSCR UNSPSC 
codes

End

Applying for SB, 
DVBE,

NP, or NVSA
certification?

No

Yes

Bidder is 
referred to 

FI$Cal VMF 
Service 

Center for 
assistance

A

Existing Vendor desires to 
add/update CSCR or 

UNSPSC code information

Duplicate Tax 
ID?

Contacts 
bidder to 
resolve 
issue

Yes

Completes 
registration, 

including CSCR 
UNSPSC codes

End

Applying for SB, 
DVBE,

NP, or NVSA
certification?

No

Yes A

No

No
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Bidder request FI$Cal 
VMF Service Center to 

register as a bidder

FI$cal VMF service 
center enters 
registration 

information on 
bidder’s behalf
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Buyer Award 
Contract / PO to 

Bidder

Un-approved 
Vendor is created.
System converts 
Bidder details into 

vendor Details

Review Vendor 
Created

Approve vendor in 
FI$Cal

Request 
additional 
payment 

information

Send 
documentation
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Vendor Master File Management  – Convert Bidder To Vendor

Send email 
notification to the 

buyer who is 
awarding the 
contract/PO

Enforce CA specific standard 
for all the data fields, e.g. 

naming standard
Update Vendor 

payment information

End

Approve?

This is where bidder data is 
converted by the system to 

vendor data

Yes

No
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Vendor Master File Management  – Certify Small Business and Disabled Veteran Business Enterprise 1
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Submit the 
application/
registration

Submit supporting 
documentation

Review application 
and supporting 
documentation

System 
approved, 

denied, 
deficient?

Deficient

Approved
Receive email 
notification of 

approval

End

Approve or deny 
certification/
registration

Is there enough 
information to make a 

decision?

Yes

No

Request additional 
documentation

Generate 
approval/denial 

email

Perform quality 
review of 

certification/
registration 

decision

Renewal 
application

From 
bidder 

registration

Denied
Receive email 
notification of 

denial

OSDS enters 
paper certification 

request on 
applicant’s behalf
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Vendor Master File Management  – Certify Small Business and Disabled Veteran Business Enterprise 2
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Revoke 
certification/

registration in 
FI$Cal

Sufficient 
information?

No

Yes

End

Information is received 
that puts the supplier’s 

eligibility for registration/
certification in question

Determine 
if the 

information 
is valid

Send a notice 
letter requesting 

additional 
documentation

Certification/
registration 

remains valid in 
FI$Cal

No

Responsive?

No

Yes

Approve?

Yes

Send email 
notification to 

vendor

Request additional 
documentation

Send 
documentation

Review supporting 
documentation
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